Centralized Accounting and Payroll/Personnel System

Entering New Fiscal Year Budgets



Navigation and Value Fields

Navigation: From the Financials menu, select Commitment Control, then select Budget Journals,
then select Enter Budget Journals to add a new value.

e The Business Unit value defaults to your agency if your [Pz i Enter Budget Journals

User Preference is associated with the agency’s
business unit.

Enter Budget Journals

e The Journal ID defaults to NEXT but users can enter
their own journal ID. Find an Existing Value Add a New Value

e The Journal Date value in this field drives the fiscal
year and the accounting period for the budget journal Business Unit: 03200 Q
entry and at what time the budgeted funds become
available. The default value is the system date. Enter a
new date to override it if your business requires a Journal Date: [09/012020 %
different date.

Journal ID: NEXT

e Click Add to proceed to the budget journal entry page.

‘ Add




Budget Header Entry

e Populate the Ledger Group field with the | Bt [ fuseioe ] g

appropriate bUdget IEdger group' Unit Journal ID Date  09/01/2022
e The Fiscal Year value is derived from the  lewcon  ##07] Fiscal Year w23 Peiod 1 ViewDLT Comments
J I D Control Fund Code Currency USD USAS Process Status P
Ourna ate' ChartField Rate T, USAS Processing Date 07/15/2022
o o pudoet Hsﬁ?f; Ao e CRRNT [USAS Document Number BD-DD-DDDS}
L In the Budget Entry Type’ Select Orlglnal Budget E]-I;Ipr‘é Or’gina'] Exchange Rate 1.00000000 ) USAS Sent Date TR
if this is an original budget entry being CorErn 09072022
. . Parent Budget Options
made for the first time. Budget Type

Generate Parent Budget(s)
Use Default Entry Event

e Use the Long Description and Alternate Pumoot Buget Enkry Type
Description fields to add information
about the budget entry. {Lﬂ'w Descripion T 7

Enter original FY23 budget. 5B1, GAA 87th Legisiative Session Regular, Article 1V (general Revenue), Page IV-31

Expense
Attachments (0)

e USAS Document Number is available | )
When the T—COde |S used Onllne- 143 characters remaining

Alternate Description |

150 characters remaining



Budget Lines

e Enter budget lines on the Budget Line tab. The Budget Journal does not need to be balanced.
Remember that Debits do not equal Credits.

e Enter the applicable T-code. Use the MAN T-code to initiate the matching of the CAPPS
document to previously entered USAS documents.

e When the journal is saved, the default value for the Process field is Post Journal, which
means the journal is ready for posting (to the budget ledger).

< CAPPS Financials Enter Budget Journals A Q = @
Hew Windox Hel Personalize Page
Budget Header Budget Lines Budgel Errors
Unit 03200 |.h-mn.n|ru 0000108410 | Date 00172020 Budget Header Status  NHone
I *Process | Post Journal ) Proces:
* Lines
5 Qq i1+ i
Chartfields and Amounts Base Currency y Details 03
USAS
Delete  Line Ledger SpeedType Account Fund AppniPCA Appn Year DLT Required Transaction Set Options Curmency Ammount
Code
1 APPROP_BUD Q. consum Q oo Q 13002 Q 2021 Q [j Set Options usp Q 1,500,000.00
Lines to add 1
1 - = Journal Line Copy Down From Line To Generale Budgel Perod Lines
Totals
Total Lines 1 Total Credits  1,500,000.00
Save Notify Refresh Add Update/Display 4




Import Spreadsheet Process

To enter your new Fiscal Year budget via the import spreadsheet process, complete the following:

e To import Commitment Control Budget Journals, first enter the budget information into the
“Budget Journal template.xls” file as an Excel spreadsheet using the instructions below.
— On the journal Header, the following are required for all lines of the excel spreadsheet: file
name, budget entry type, business unit, journal ID (next), journal date, ledger group, and
header description.

— On the Lines, the following are required in all lines: a journal line number, detail ledger name,
account, fund, class, budget ref, journal line reference, and monetary amount (can be zero).
Any additional ChartFields that an agency needs can also be included.

— Click Download after the excel spreadsheet is complete.

A B C 0 E F G H J K L ]

Download

Budget Journal Entry

File Name|AGY 032 APPROP AY2021

SAMPLE

1
2
3
4
5
g
7
g

USAS Doc Num  ALT Descr Journal Line Ledger Aceount

USAS

Journal ID Date Ledger Group USAS

Budget |Bus Unit

APFROF_ELD
APPROP_BUD ]
AFPROF_BLD ] 5

00 (32000 MEXT BPPROP  Original &Y 2021 Prototyping Budget
fi|o (32000 NEXT amz0z0 APPROP  Original AY 2021 Prototyping Budget 2
] 032000 MEAT "oamizoz0 AFPROP  Original A% 2021 Protatyping Budget R




Thank You!
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